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DEPARTMENT OF SOCIAL SERVICES
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FOOD STAMP CERTIFICATION MANUAL - VOLUME V

" TRANSMITTAL #58

This transmittal contains a policy change that eliminates the evaluation of nonliquid
resources for the Food Stamp Program. This change stems from the adoption of
options offered states through the Food Stamp Reauthorization Act of 2002. This option
allows for the adoption of certain Temporary Assistance for Needy Families (TANF)
Program resource exemptions. Effective December 1, 2003, the TANF Program will no
longer evaluate resources in the determination of eligibility. Food stamp regulations
require that we continue to evaluate liquid resources so we are unable to adopt a policy
that totally excludes resources.

The provisions of this transmittal are effective December 1, 2003, for applications and -
actions effective December 1, 2003. ADAPT reconfiguration for needed changes will be
moved to production to meet the December 1 effective date.

A description of the transmittal changes and guidance for maintenance of the
certification manual follow. The certification manual and this transmittal are available on
the Intranet at hitp.//www.localagency.dss. state.va.us/divisions/bp/fs/manual.cgi and on
the Internet at http://www.dss.state.va.us/benefit/fs_manual.html.
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Unl ess ot herwi se defined in specific chapters of this manual, terns
defined in this section shall apply whenever the termis used.

Admi nistrative Disqualification Hearing (ADH) - An administrative

di squalification hearing is an inpartial review by a hearings officer of
a househol d nenber's actions to determ ne whether or not the menber
conmitted an Intentional Program Violation (IPV)

Application - The official request for food stanp assistance. An
application may be classified as an initial or new application, a
reapplication, or a recertification. See also entries for the
application classifications.

Di sabl ed Person - The definition of a disabled person that follows nust
be used for the:
e Determnation of group hone eligibility;
Al l owance of nedical expenses;
Al l owance of unlimted shelter expenses
Use of net-only inconme limts in determining incone eligibility;
Eval uati on of conditionally-eligible imrgrants;
Al l owance of the $3,000 resource limt;
Al l onance of a 24-nonth certification period; and
Exemption from6-nmonth interimreporting requiremnments.

A di sabl ed person is one who

a. Is certified to receive or is actually receiving Suppl enenta
Security Income (SSI) benefits or disability or blindness paynents
under one of the following titles of the Social Security Act:

1) Title I, Gants to States for AOd Age Assistance and Mudi cal
Assi stance for the Aged;

2) Title I'l, Federal O d Age, Survivors, and Disability
I nsurance Benefits;

3) Title X, Gants to States for Aid to the Blind,

4) Title XIV, Gants to States for Aid to the Permanently and
totally Disabled; or

5) Title XVI, Supplenental Security Incone for the Aged, Blind
and Di sabl ed.

This includes SSI presunptive disability payments (regul ar SSI
Benefits for a three-nonth period paid to persons who will nost
likely neet SSI disability criteria), and SSI energency advance
paynments (a single $100 SSI paynment provided to persons who appear
to neet the SSI eligibility criteria who are considered in need of
i medi at e assi stance).
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Is certified to receive or receives an Auxiliary Gant.

Is certified to receive or receives disability retirenent benefits
froma governmental agency because of a disability considered
per manent under Section 221 of the Social Security Act.

Is certified to receive or receives an annuity paynent under Section
2(a)(1)(iv) of the Railroad Retirement Act of 1974 and is determ ned
to be eligible to receive Medicare by the Railroad Retirement Board
or Section 2(a)(i)(v) of the Railroad Retirement Act of 1974 and is
determ ned to be disabl ed based upon the criteria used under Title
XVl of the Social Security Act.

Is a veteran with a service-connected or nonservice-connect ed
disability rated or paid as total (100%, or is considered in need of
regul ar aid and attendance or permanently housebound under Title 38
of the U S. Code.

Is a surviving spouse of a veteran and considered in need of aid and
att endance or pernmanently housebound or a surviving child of a
veteran and considered to be permanently incapable of self-support
under Title 38 of the U S. Code.

Is a surviving spouse or child of a veteran and entitled to
conpensation for a service-connected death or pension benefits for a
nonservi ce-connected death under Title 38 of the U S. Code and has a
di sability considered pernmanent under the Social Security Act. For

t he purpose of this chapter, "entitled" neans those veterans
surviving spouses and children who are receiving the conpensation or
benefits stated or have been approved for such paynents, but are not
recei ving them

For any househol d nenber claimng a permanent disability that is
guestionable, i.e., not apparent to the EWunder this item of the
definition of disability, the household shall, at the l|ocal agency's
request, provide a statement from a physician or |icensed or
certified psychol ogist to assist the local agency in making a
disability determ nation

Is a recipient of disability related nedical assistance under Title
XI X of the Social Security Act.

Is a recipient of Federal Enpl oyee Conpensation Act (FECA) paynents
for permanently disabl ed enpl oyees who opt for FECA benefits in lieu
of Civil Service Retirenment benefits. Tenporary FECA paynents to
peopl e tenmporarily injured on the job do not satisfy the definition
of disability.

A less restrictive definition of disability is used for other policies such
as the work requirenment, work registration, and student identification and
eligibility.
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2) Uility Expenses. The local agency nust verify a
househol d's utility expenses if the household w shes to
cl ai m expenses in excess of the utility standard or if
t he household is not entitled to the utility standard,
but has allowable utility expenses, provided the expense
woul d actually result in a deduction. |[If the household
does not verify actual utility costs by the 30th day, the
agency nust allow the utility standard if the househol d
is entitled to it. For households that want to use the
utility standard, verification that the household incurs
a heating or cooling expense is required only if the
i nformati on presented by the household is questionabl e
and if the expense would result in a deduction. NOTE:
Reci pi ents of Low I ncome Home Energy Assistance paynents
are entitled to the utility standard even if they do not
incur direct utility costs.

3) Tel ephone Expenses. For households entitled to claimthe
t el ephone standard, verification that the household
i ncurs an expense for a basic rate is required only if
the information presented by the household is
guestionable, and if the expense would result in a
deducti on.

f. Dependent Car e Expenses

For those househol ds cl ai m ng dependent care expenses, as
described in Part X A 3., the |local agency nust verify that the
househol d actually incurs the expense and the actual anount of
the expense, if allow ng the expense could potentially result
in a deduction.

g. Resour ces

At application and reapplication, the | ocal agency must verify
all liquid resources. At recertification and for the

eval uation of the Interim Report, the agency must verify
changes in liquid resources or newly acquired |iquid resources.
The agency nust verify unchanged information at recertification
or for the InterimReport only if the information is
guest i onabl e.

The agency may obtain verification of liquid resources through

checki ng and savi ngs account statements, clearances sent to
banks and savings institutions, credit union statements, etc.

TRANSM TTAL #58



VI RG NI A DEPARTMENT VERI FI CATI OV
OF SOCI AL_SERVI CES DOCUMENTATI ON

12/ 03

VOLUME V, PART |11, PAGE 4

The EWnust aid the applicant if the applicant househol d
requi res assistance in providing the necessary verification
In sone instances, the EWnmay assist by contacting collatera
cont acts.

Loans

The agency nust verify all nonies a household receives that the
househol d reports as | oans.

Medi cal Expenses

The | ocal agency nust verify the amount of any medi cal expenses
that may be deductible, including expenses that the household
expects to incur during the certification period. The agency
nmust al so verify anobunts for reinbursenment of nedical costs,
such as a reinmbursenent from an insurance conpany for a
hospital bill. The agency must obtain verification before
initial certification if the household indicates the existence
of a deduction for a household nmenber who is 60 years of age or
ol der or disabled. For expenses anticipated but not verified
at certification, the agency nust advise the household that the
household will receive the deduction for the expense if the
househol d provides verification during the certification

peri od.

Social Security Nunmbers (7 CFR 273.2(f)(1)(v))

The | ocal agency nust verify the Social Security nunbers (SSNs)
reported by the household by submitting themto the Soci al
Security Adm nistration (SSA) through SVES. The agency,
however, must not delay certification of an otherw se eligible
househol d solely to verify a Social Security nunber even if the
30-day processing period has not expired. As soon as the
agency conpletes all other steps necessary to certify a
househol d, except for verification of the Social Security
nunber, the agency mnust certify the househol d.

VWhen the SVES inquiry indicates that SSA is unable to verify
the SSN provided by the client, the EWnust contact the
househol d to determine if the information the househol d
provided is correct and obtain the correct information, as
appropriate. |If the information the agency has is correct, but
the informati on SSA has is incorrect, the agency must notify

t he household that it nust resolve the discrepancy with the
SSA.
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If the household fails to provide the necessary information
that would allow the verification of an SSN, the househol d
menber for whomthe nunmber is unverified is ineligible.

If a household rmust provide information or docunentation to the
| ocal agency or the SSA, the household nust conplete the action
before the next recertification or show good cause why it was
unable to do so.

If a household clains it cannot conplete required actions for
reasons beyond its control, the EWverify the household's
inability to cooperate. For exanmple, a household may claimit
cannot verify a name change because fire destroyed officia
records. The EWrnust verify this claimto the point he/she is

satisfied the claimis accurate, i.e., docunmentation of the
nane change no | onger exists. In these cases an SSN match
cannot be acconplished since SSA records cannot be corrected

wi t hout the m ssing docunentation. |If the EWverifies that the
househol d is unable to provide the information needed to verify
the SSN, the household menber will remain eligible. The case

file rmust adequately document the household' s inability to
provi de the information

Conversely, if the EWis unable to substantiate the household' s
claimthat it cannot provide the information, the household
menber will be ineligible.

Appendi x | to this chapter contains suggested | anguage for a
formthat the EWmay give to clients who nmust provide SSA with
i nformati on or documentation to conplete the verification
process.

k. Disability (7 CFR 273.2(f)(1)(viii))

VWhet her the stricter or nore relaxed definition of disability
is evaluated, disability status of individual household nmenbers

must be established. |If a household fails to verify disability
when necessary, the individual in question is not considered
di sabl ed.

Wrk Registration, Student ldentification, Wrk Requirenment

A statement froma |licensed medical provider is sufficient for
the less restrictive standards for these policy areas. Receipt
of temporary or permanent disability paynents may al so be used
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Separate Household Status for Elderly, Disabled Persons

For elderly, disabled persons who are unable to purchase and
prepare neal s separately, the agency must first determine the
disability and then establish that these persons are unable to
purchase and prepare neals because of the disability. The
Social Security Administration’s list of disability conditions
may be used for this eval uation.

If it is obvious that the individual could not purchase and
prepare neal s because of the disability, the agency nust

consi der the individual disabled even if the disability is not
specifically mentioned on the SSA list. |If the disability is
not obvious, the EWnust verify the disability by a statenent
froma physician or licensed or certified psychol ogist, al ong
with a statenment that, in the doctor's opinion, the disability
prevents the individual from purchasing and preparing neals.

Disabled for Determining Eligibility for G oup Hones, Medical
Expenses, Unlinmited Shelter Expenses, Net |ncone Standards,
24-nmonth Certification Periods, Resource Eligibility,
Imrigration Eligibility, Exenption fromlnterim Reporting
Verification of this evaluation of disability, as noted in
Definitions, will usually be determ ned by receipt of or
approval for certain incone sources or benefits. For exanple,
approval for or receipt of a disability check fromthe SSA,
including SSI, verifies disability.

| . Chil d Support Payments

A househol d menber's | egal obligation to pay child support, the
obl i gated amount of support to be paid, and the ampunt of child
support actually paid nust be verified in order to allow a
deducti on.

Docurent s which may be used to verify the household s | ega
obligation to pay child support and the obligated anpunt
include a court or admnistrative order, or a legally

enf orceabl e separati on agreenent. The actual paynent of
support may be verified through such nethods as cancell ed
checks, wi thhol ding statenents from wages or unenpl oyment
conpensation, statements from custodial parents about direct
paynments or paynents nmade to third parties, or paynent records
of the Division of Child Support Enforcenent. The sane
docunent accepted as verification of the |egal obligation to
pay child support may not al so be used as the verification of
t he amount of child support actually paid nonthly.
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2. Verification of Questionable Information (7 CFR 273.2(f)(2))

Local agencies shall not verify any other factors of eligibility
prior to certification unless they are questionable and affect a
househol d's eligibility or benefit level. To be considered
guestionable, the informati on on the application nust be:

a. i nconsistent with statenents nmade by the applicant;

b. i nconsistent with other information on the application or
previ ous applications; or,

C. i nconsistent with any other information received by the |oca
agency.

VWhen determining if information is questionable, the | ocal agency
nmust base the decision on each househol d' s individual circunstances.
A househol d's report of paid expenses that exceed its incone may be
grounds for a determination that further verification is required.
Thi s circunstance al one nmay not be grounds for a denial. The |oca
agency nust explore with the household howit is managing its

fi nances; whether the household receives excluded incone or has
resources, and how |l ong the househol d has managed under these

Ci rcumnst ances.

If the agency needs verification to resolve questionable information
the | ocal agency nust document why it considered the information
guesti onabl e. The docunentation nust al so include the verification
t he agency used to resolve the questionable information

The definition of questionable information contained in this chapter
applies to all references of questionable information throughout this
manual

3. Sources of Verification (7 CFR 273.2(f)(4))

Docunent ary Evi dence

Local agenci es nust use docunentary evidence as the primary source of
verification. Docunentary evidence neans witten confirmation of a
househol d' s ci rcunmstances. Exanpl es include wage stubs, rent

recei pts, and utility bills. The EWis responsible for determning
if the evidence provided is sufficient to deternmine eligibility.
Evidence is sufficient if the agency can derive correct information
about the element fromthe evidence provided. For exanple, the EW
may use the Year-to-Date totals on pay stubs to establish a m ssing
anmount .
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Al t hough docunentary evidence is the primary source of verification
acceptable verification is not linmted to any single type of
docunent. The agency may obtain the information through the
househol d or other sources. The |ocal agency must use alternate
sources of verification such as collateral contacts and hone visits
whenever the EW cannot obtain docunentary evidence.

To verify residency, a collateral contact, as well as docunentary
evidence, will serve as a primary source of verification.

VWen attenpts to verify countable income and Iiquid resources prove
to be unsuccessful, the EWnust deternine an anount to be used for
food stanmp purposes based on the best available information. The
agency may use the household s statenent if alternate sources of
verification are not available or are uncooperative with the
househol d and t he agency.

Exanpl e

A farm owner refuses to verify a tenant's inconme. The

| ocal M grant Seasonal Farmworker's Association (MSFA) or
Agriculture Stabilization and Conservation Service (ASCS)
may be able to provide information as to what the
househol d nenber m ght expect to receive.

VWere informati on from another source contradicts statenents nmade by
t he househol d, the household rmust have an opportunity to resolve the
di screpancy prior to an eligibility determi nation and within the
maximumtinme limts described in Part II.F.

Exanpl e

A farm owner reports that the applicant, a tenant farnmer,
earned a specified anmbunt fromthe sale of a crop. The
applicant reports that this anmount is incorrect. |If there is
no one else to verify the inconme, and the applicant hinmself is
unable to do so, the agency could use an estimate provided by
the Agriculture Stabilization and Conservation Service (ASCS)

Col | ateral Contacts and Hone Visits

A col lateral contact is a verbal confirmation of a household's

ci rcunmst ances by a person outside of the household. The person
supplying the information may be either in person or over the

tel ephone. Before approval of the initial application/reapplication
the | ocal agency may select a collateral contact only if the
househol d fails to designate one or designates one that is
unacceptable to the | ocal agency. Exanples of acceptable collatera
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contacts include enmployers, |andlords, social service agencies,

m grant service agencies, and nei ghbors of the household who are able
to provide accurate third party verification. |If the |ocal agency
designates a collateral contact, the agency may not make the contact
wi thout prior witten or oral notice to the household. At the tine
of this notice, the agency nust informthe household that it has the
foll owi ng options:

a. Consent to the contact;
b. Provi de acceptable verification in another form or
C. Wthdraw its application

If the househol d refuses to choose one of these options, the agency
nmust deny the application in accordance with the nornmal procedures
for failure to verify necessary information.

When the EWcontacts the collateral contact, the EWnust not disclose
that the househol d applied for benefits or share any of the

i nformati on provided by the household. |In addition, the EWnmay not
suggest w ongdoi ng by the household. The EWnay disclose to the
collateral contact only that information the contact needs to supply
the information the agency seeks.

Systenms of records to which an agency has routine access are not
collateral contacts and, therefore, the household does not need to
designate them Exanpl es include APECS, BENDEX, SDX, VEC, or the
SVES inquiry system

Bef ore approval of the initial application/reapplication, home visits
may serve as verification but only if the agency cannot obtain
docunentary evidence. The EWnust schedule the visit in advance wth
t he household for a tine that is acceptable to the househol d.

Upon approval of the application, the requirenments for selection of a
collateral contact by the household and advance notification of the
collateral contact or honme visit no | onger apply when deened
necessary for the investigation of a possible overissuance.

Docurent ation is necessary before nmaking the collateral contact or
horme visit as to the information received that indicates the
possibility of an overissuance. For exanple, after the agency
approves an application, the agency may nmake a home visit without
advance notification if an anonynmous caller identified an additiona
househol d nenber. The investigation may be to evaluate the
possibility of an overissuance that already occurred or to prevent an
overi ssuance fromoccurring in the future.

Hone visits deened necessary for front-end or preventative

i nvestigations are not subject to advance notification and scheduling
requi renents with the household. Inconsistencies in a household s

ci rcunmstances may warrant preventative investigations.
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4. Checkl i st of Needed Verifications

The agency nust provide a checklist that infornms each applying
househol d of the verifications the agency needs to process the
application and the date by which the household rmust provide

i nformati on. The agency nmust provide the checklist for each new
application, reapplication and recertification application filed.

B. RESPONSI Bl LI TY FOR OBTAI NI NG VERI FI CATION (7 CFR 273.2(f)(5))

The househol d has primary responsibility for providing docunentary evidence
to support statenents on the application and to resolve any questionable
information. Unless verification is readily available to the househol d,

t he household is not responsible for providing verification of reported
unearned incone for which verification is accessible to the |ocal agency

t hrough systenms of records. These records include APECS, SVES, and the VEC
i nqui ry of unenpl oyment benefits. The agency shoul d access the SDX system
only as an alternate method when an applicant’s Social Security Number is
not available or when the SVES record is unavail able. The screener nust
docunent the case record to note why the SDX system was used and why SVES
was not used.

In addition to using certain information systenms to verify incone, the
agency nust review all systens available to determ ne the accuracy of

i nformati on presented on applications for food stanps. This screening of
systenms for each househol d nenber nmust take place before the approval of
all applications. Systens that must be eval uated include those |isted
above and VEC for enploynment. The agency may need to use either the
househol d nenber’'s nane or Social Security number to conduct the
screenings. The agency nust resol ve discrepanci es noted between the
conpl eted application and autonmated reports before the approval of the
application.

The | ocal agency nust assist the household in obtaining requested
verifications provided the household is cooperating with the agency as
outlined in Part I1.C. Househol ds may supply documentary evidence in
person, through the mail, by facsimle or other electronic neans, or

t hrough an authorized representative. The |ocal agency nmay not require the
househol d to present verification in person at the food stanp office. The
agency nust accept any reasonabl e docunentary evi dence provided by the
househol d. The focus of the agency nust be primarily on how adequately the
verification proves the statenents on the application

VWhenever a collateral contact must substitute for docunmentary evidence
because docunentary evidence is not available, the |ocal agency mnust
generally rely on the household to provide the nane of a collatera
contact. The household may request assistance in designating a collatera
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contact. The local agency is not required to use a collateral contact

desi gnated by the household if the collateral contact cannot provide
accurate third party verification. Wen the collateral contact designated
by the household is unacceptable, the |ocal agency nust ask the househol d
to designate another collateral contact or the |ocal agency nust designate
the collateral contact itself. The |Iocal agency is responsible for
obtaining verification fromacceptable collateral contacts.

There may be instances when outside know edge of an application for food
stanps may j eopardi ze the enpl oynent or safety of the applicant. For
exanpl e, an enployer or a migrant worker's crew | eader may di scourage a
househol d's participation in the Food Stanp Program In such instances,

t he agency nust determne that the crew | eader and/or enpl oyer are
unavail abl e as sources of verification. The eligibility worker may contact
only those persons designated as collateral contacts with the perm ssion of
the client. |In the absence of docunentary evidence and any ot her source of
verification, the EWnust determi ne the anbunt to use for certification

pur poses based on the best avail able information.

C. DOCUMENTATI ON (7 CFR 273.2(f)(6))

The EW must docunent case files to support eligibility, ineligibility, and
benefit level determinations. The docunentation nmust be in sufficient
detail to permit a supervisor or reviewer to determ ne the reasonabl eness
and accuracy of the determ nation. The docunentation nust al so indicate
that the agency gave the househol d options to which the household is
entitled. Docunentation includes, but is not limted to, the foll ow ng:

1. The reason for w thdrawal of an application, if the household
provi des a reason and confirmation of the withdrawal. (Part |1.B.4.)
2. Details regarding refusal to cooperate. (Part 11.C.)
3. The reason the agency grants or denies a request for a waiver to the
office interview (Part Il.E)
4. The reason the EW considered informati on questi onable and the

i nformati on used to resolve the questionable information. This
shoul d i nclude an eval uati on of the househol d' s actual expenses, if
allowing the utility or tel ephone standard causes the expenses to
exceed the incone. This evaluation should address if there are
unreported sources of incone or resources when the incone is
insufficient to allow the household to neet its financial
obligations. (Part I11.A 2.)

5. The reason the EWconsidered an alternate source of verification (a
collateral contact or home visit) necessary. Note that in verifying
residency, a collateral contact is a primary source of verification
(Part I11.A3.)
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6. The reason the EWrejected a collateral contact and requested an
alternate or why the agency designated the collateral contact.
(Parts I11.A 3. and II1.B.)

7. A statenment that the use of the standard utility allowance or actua
utility costs was a decision made by the household. (Part X A)

8. Results of record/information systens reviews for pending
applications. (Part 1I11.B)

9. An expl anation as to why the househol d could not reasonably verify
resi dency, e.g., the household has just recently arrived in the
locality. (Part IIl.A 1. a.)

10. VWhenever the agency nust verify earned i ncome, the EWnust verify and

docunent the rate and frequency of pay. The EWnust determine the
payment cycl e and docunment on what day(s) the client receives pay and
when the wages earned during a pay period are avail abl e.

11. The nunber of hours, period and place of enploynment or other activity
used to regain eligibility for the work requirenent. (Part XV.C.)

D. VERI FI CATI ON AT RECERTI FI CATI ON (7 CFR 273.2(f)(8))

At recertification, the agency nust verify earned income or a change in
unearned incone or actual utility expenses if the source has changed or the
amount has changed by nore than $25. The agency must verify nedica
expenses reported at recertification and those expenses the househol d
reasonably anticipates to incur during the certification period. The
agency nust verify changes in the anount of legally obligated child support
a househol d nenber pays to a nonhousehol d nmenber. The househol d may not
recei ve a deduction for unverified medical expenses and child support
paynments. The agency nust not verify unearned income or actual utility
expenses cl ai med by househol ds that are unchanged or have changed by $25 or
| ess, or other unchanged expenses, unless the information is inconplete,

i naccurate, inconsistent or outdated. The agency mnust verify al
eligibility factors at | east once in a 12-nonth peri od.

The agency may verify changed informati on not addressed above at
recertification. The agency must not verify unchanged information unless
the information is inconplete, inaccurate, inconsistent or outdated.

In addition to the verification requirenents for recertification

applications, the EWnust nmonitor all available information systens for al
househol d nmenbers as addressed in Part I11.B.
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Househol ds must supply requested verifications to allow the EWto
anticipate incone and expenses properly for the new certification period.
Ceneral ly, the EWmnust request information fromthe nmonth before the | ast
nonth of certification. For households that file recertification
applications after the certification period ends or in the nonth before the
last nonth of certification, the EWnust request verification that
reasonably will reflect the first month of the new certification period.

The following chart lists itens the EWnust verify at recertification

Verification at Recertification

Earned I ncone Verify anount

Unear ned | ncone If source changed or amount changed
by nore than $25, verify

Medi cal Expenses for Househol d Verify reported expenses and

Menber (s) Eligible for Medical expect ed expenses in the

Deduct i ons certification period

Actual Uility Expenses for
Househol ds Opting to Use Actua
Expenses

I f source changed or total anount
changed by nore than $25, verify

I f source changed or ampunt changed,

Dependent Care Costs .
verify.

I f source changed or anpbunt changed,

Shelter Costs Gther Than Uilities. .
verify.

I f obligation changed, verify new

Child Support Expense obligation. Verify anount paid

In addition to the itens above, the agency nust verify the follow ng itens:

Change in alien status

Change in | oans;

Change in resources

Newl y acquired resource

Change affecting entitlenment to utility and/or tel ephone standard,;

Questionable information, as defined in Part [11. A 2.

Identity of person filing recertification if this person's
identity had not previously been verified;

¢+ Change in residence.

¢+ Any inconplete, inaccurate, inconsistent or outdated item

* & o o o o o
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E. | NCOVE ELI G BI LI TY VERI FI CATI ON SYSTEM (1 EVS) (7 CFR 273.2(f)(9))

The Income Eligibility Verification System (I EVS) provides information by
runni ng matches of the client popul ati on against the files of other state
and federal agencies. These include:

- the Social Security Administration for earnings information
fromthe Benefit Exchange Earni ngs Records (BEERS)

- the Virginia Enpl oynent Commi ssion for new hire information
and

- the Internal Revenue Service for unearned i ncome, such as
i nterest (RES).

The purpose of the nmatches is to determ ne whether available information is
known to | ocal social services departnents.

Information from | EVS matches is considered unverified. Prior to taking
action to term nate, deny or reduce benefits, agencies must independently
verify the anmount of the asset or income involved, and whet her the asset or
incone is or was accessible to the househol d.

The agency nust obtain i ndependent verification of information obtained
from Il EVS by contacting the household and/or the appropriate source of the
i ncome or resource. |If the agency opts to contact the household, the
contact rmust be in witing, inform ng the household of the information
recei ved, and requesting that the household respond within 10 days. |If the
househol d fails to respond in a tinely nmanner, the agency must send an
advance notice to term nate the case. The agency may contact the
appropriate source of the information. Once independent verification is
provi ded, either by the household or source, the agency mnust properly
notify the household of the action it intends to take and provide the
househol d with an opportunity to request a fair hearing prior to any
adverse action.
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A RESOURCES (7 CFR 273. 8)

Only liquid assets will count in determining the eligibility of househol ds.
Househol ds must report all countable resources held by its nenbers at the
time of application and any the nenbers expect to receive during the
certification period. The eligibility worker nust document the assets in
sufficient detail to permt verification, if needed. The household's
resources at the tine of the intervieww |l determ ne whether or not the
assets are bel ow the maxi num al | owabl e resource limt.

B. RESOURCE LIM TS

The househol d's total nonexenpt resources (liquid and nonliquid) may not
exceed:

- $3,000 if the household has at |east one nenber who is 60 years
of age or older or a menber who is disabled, as defined in
Definitions.

- $2,000 if the househol d does not have a nenber who is 60 years
of age or older or one who is disabled, as defined in
Definitions.

The resource limts do not apply to categorically eligible PA households or
nmenbers. See Part I1.H. 3.
C NONEXEMPT RESOURCES

Resources used to determine eligibility include:

1. Li quid assets, such as, but not linted to:
a. Cash on hand.
b. Money in accounts. "Account" means a contract of deposit of

funds between a depositor and a financial institution. This

i ncl udes checki ng accounts, savings accounts, certificates of
deposit, share accounts (i.e., credit union accounts), or like
arrangenents.

cC. St ocks or bonds.

d. Lunp sum paynments, such as incone tax refunds, rebates or
credits, lunmp suminsurance settlements, refunds of security
deposits on rental property or utilities, retroactive [unp sum
SSA, Public Assistance, Railroad Retirenent benefits, or other
payments.
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Lunp sum paynents al so include ganbling w nnings, and
accunul ated vacation or sick pay of term nated enpl oyees
received in one installnent.

e. Funds in a trust or transferred to a trust except as stated in
Part I X E 12.e.

f. Funds held in individual retirenent accounts (IRA), Sinplified
Enpl oyer Pension Plans (SEP) or KEOGH plans that do not involve
t he househol d nenmber in a contractual relationship with
i ndi vi dual s who are not househol d nmenbers. The countable
amount of the IRA, SEP or includable KEOGH plan will be the
total cash value of the account or plan, mnus the anmount of
penalty (if any) that would be exacted for the early w thdrawal
of the entire anmpbunt in the account or plan

KEOGH pl ans that involve nore than one person will normally not
count as a resource because they involve the "contractua

rel ati onship with other individuals" as stated in Part

IX.C1.f. However, if the KEOGH plan will allow individual
participants to make withdrawal s wi thout affecting the other
parties in any way, then the household nenber's funds in the
KEOGH wi Il count as a resource. Also, if all parties in this
type of KEOGH plan are nmenbers of the sane food stanp househol d
then the KEOGH wi || count as a resource.

g. After the month of receipt and foll owi ng nonths have passed,
earned incone tax credits whether received as a tax refund or
periodi cally throughout the year. (Such paynents are excl uded
as a resource for the nonth of receipt and the follow ng
month.) (Admin Notices A-15-89 and A-19-91)

NOTE: \When determ ning the amount of nonexenpt liquid resources to
count, especially bank accounts, do not consider any anount that
woul d count as incone for the sane nonth.

Exanpl e

An applicant clainms he deposited his Social Security check into
a checking account. The bank statenent |lists a deposit equa

to the applicant's check, the portion of the checking account.
The resource anobunt of the checking account woul d be the
account bal ance minus the anount of the deposit.

Presune that joint bank accounts, i.e., Part |IX C 1.b above, bel ong
to the parties in proportion to their net contributions during the
lifetime of all parties. A joint account between persons married to
each ot her belongs to each party equally (half and half) however.
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Except for persons married to each other, each party's net
contribution to the account may be established by signed statenents
fromall parties.

If the parties can establish that they intended a different ownership
arrangenent, then that ownership arrangenent prevails over the above
presunpti on.

Exanpl e

A food stanp client's nane is listed on her elderly

not her' s savi ngs account. Both the client and her nother
sign statenments that the client has not contributed any
nmoney to the account. The account is not a resource to
the client.

If parties married to each other are divorced by final decree,
ownership of a joint account is proportional to their net
contributions unless the divorce decree specifies otherw se.

2. That portion of the liquid resources of an alien's sponsor and the
sponsor's spouse (if living with the sponsor) deemed to be those of
the alien according to procedures established in Part XlIl.C 2.

D. EXEMPT RESOURCES

Resources that will not count in determining eligibility include:

1. Real property, regardless of acreage.

2. Mobi | e hores, regardl ess of | ot ownership

3. Vehi cl es.

4. Househol d goods, such as furniture and appliances, and persona
effects, such as clothing and jewelry. Al tools are exenpt, whether
or not they are essential to the enploynment or self-enploynment of a
househol d nmenber.

5. Burial plots. |In addition, the value of bona fide funeral agreenents
i s exenpt.

6. Cash value of life insurance policies.

7. Funds in pension or retirenent plans, as long as the funds are not

wi t hdrawn. These plans may include 401(k), 403(b), 501(c)(18) and
KEOGH pl ans that involve an obligation with soneone outside of the
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food stanmp household. Funds withdrawn at the tine of retirenent
count as incone.

The followi ng plans are not exenpted from consideration; they are
count abl e resources: KEOGH Pl ans where there is no contractua

rel ationship with individuals outside of the food stanp househol d;

I ndi vi dual Retirement Accounts (IRA); and Sinplified Enpl oyer Pension
Plans (SEP). See Part IX. C 1.f to determ ne the countabl e val ue.

8. The contract anmount for |and, buildings, and vehicles, sold on an
instal |l nent basis.

Exanpl es

a. An applicant sells a piece of land for $3,000. The applicant
continues to hold the deed while the buyer pays $100 per nonth.
The $3,000 selling price is exenpt, but the $100-paynment counts
as incone.

b. An applicant sells a car for $1,900 (which is its "Blue Book"
val ue), but continues to hold title to the car while the buyer
pays $75 per nonth. The nonthly paynent of $75 will count as
i ncone.

9. Resources whose cash value is not accessible to the househol d, such
as, but not limted to:

a. Security deposits on rental property or utilities.

b. Property in probate. For exanple, any property inaccessible to the
househol d until there is a judicial determ nation concerning the
validity of a will.

C. Sonme profit sharing programs. For exanple, a programthat
makes noney avail able to the enpl oyee only when necessary to
al l ow the enpl oyee to pay excessive nedi cal expenses is exenpt.

d. Irrevocabl e trust funds. These are any funds in a trust or
transferred to a trust, and the income produced by that trust to the
extent that it is not available to the househol d provided that the
following four criteria are net:

1) The trust arrangenent is not likely to cease during the
certification period and no househol d nenmber has the
power to revoke the trust arrangenent or change the nane
of the beneficiary during the certification period;
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10.

11.

2) The trustee adnministering the fund is either

a) A court, or an institution, corporation, or
organi zati on which is not under the direction or
owner shi p of any househol d nenber; or

b) An i ndividual appointed by the court who has court
i nposed linmtations placed on the use of the funds
whi ch neet the requirements of this chapter

3) Trust investnments made on behal f of the trust do not
directly involve or assist any business or corporation
under the control, direction, or influence of a household
menber; and,

4) The funds held in irrevocable trust are either

a) Est abl i shed fromthe household' s own funds, if the
trustee uses the funds solely to make investnents
on behalf of the trust or to pay the educational or
nmedi cal expenses of any person nanmed by the
househol d creating the trust, or

b) Establ i shed with funds of a person outside the
househol d.

If the trust arrangenment does not neet the four
conditions |isted above, the household nust initiate
court action to establish inaccessibility within the
application processing tinefranes for determ ning
eligibility. Until the court renders a decision, the
trust is available to the househol d.

Governmental paynments designated for the restoration of a home
damaged in a disaster, if the household is subject to | egal sanctions
in the event the funds are not used as intended. These types of
paynment s i ncl ude:

a. The Departnment of Housing and Urban Devel opment or through the
I ndi vi dual and Fam |y Grant Program

b. The Smal | Busi ness Admi nistration as di saster |oans or grants.
Resources that have been prorated as incone for self-enployed persons

will not count as a resource. This includes profits fromthe annua
sal e of crops.
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12.

13.

Resources of nonhousehold nenbers, including ineligible students.

See Part VI.C. 1 for a list of these persons. The resources of
di squal i fi ed household nmenbers will count however. (See Parts VI.C. 2
and Xl I.E.)

Resources excluded by law. (Adnmin. Notice A-39-97). This includes:

a. Benefits received fromthe suppl enmental food programfor Wrnen,
Infants and Children, conmonly known as the WC program (P. L.
100- 435).

Rei nbursements fromTitle Il of the Uniform Rel ocati on Assistance and

Real Property Acquisition Policy Act of 1970. (P.L. 91-646, Section
216).

cC. Earned i ncone tax credits excluded as foll ows:
1. Federal earned income tax credits received as a |lunp sum
or as paynent for the nmonth of recei pt and the next
nont h.
2. Federal, state or |ocal earned incone tax credits for 12

months fromreceipt if the individual receiving the tax
credit was participating in the Food Stanp Program when
the tax credit was received and provided that the
househol d conti nuously participates during the 12-nmonth
period. In determning the 12-nonth period, tenporary
breaks of one nonth or less will not be considered as
nonparti ci pation.

d. Payments for neals for children or adults on whose behal f the
paynment is made through the Child and Adult Care Food Program
Section 12(3) of the School Lunch Act.

e. Ener gy Assistance paynents, including paynents fromthe Low
I ncome Home Energy Assistance Program (i.e., the Virginia Fue
Assi stance Program), CSA paynments, HUD and FmHA utility
rei mbursenments. (P.L. 99-425).

f. Fi nanci al assistance froma program funded in whole or in part
under Title IV of the Hi gher Education Act and the Bureau of
Indian Affairs, as anmended. Exclude al so any noney incurred or
i ssued through the U. S. Department of Education or received
under the Carl D. Perkins Vocational and Applied Technol ogy
Education Act (P.L. 99-498 and 100-50).

g. Payments to certain U S. citizens of Japanese ancestry and
resi dent Japanese aliens and certain Al euts, under the Wartine
Rel ocation of Civilians Act (P.L. 100-383).
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h. Payments fromthe Agent Orange Settlement Fund or any ot her
fund established for settlenent of Agent O ange product
l[iability litigation. (P.L. 101-201 and 101-239).
i Al'l compensation fromthe Al aska Native Clains Settlement Act and

amendments (P.L. 92-203 and 100-241).

j-

Payment s aut hori zed under the Disaster Relief Act of 1974, as
anmended (P.L. 100-707) and the Disaster Relief and Energency
Assi st ance anendnents of 1988. The President nust declare the
di saster or emergency. This exclusion applies to federa
paynments and conparabl e di saster assistance provided by States,
| ocal governnments and di saster assistance organizations.

Most Federal Enmergency Managenment Assistance (FEMA) funds are
excl uded, but paynents made when there is no decl ared di saster
or energency, such as rent assistance for a honel ess househol d,
are not excl uded.

The followi ng paynents to or |land of Indian tribes:

- Indian land held jointly with the tribe or |and that can
be sold only with the approval of the Departnent of the
Interior's Bureau of Indian Affairs.

- Payment s under the SAC and Fox I ndian cl ai ns agreenent
(P.L. 94-189).

- Payments received by certain Indian tribal menbers for
submargi nal land held in trust by the United States (P.L.
94-114, Section 6).

- Payments received fromthe disposition of funds to the
Grand River Band of Qttawa Indians (P.L. 94-540).

- Payments received by the Confederate Tribes and Bands of
Yaki ma I ndi an Nation and the Apache Tribe of the
Mescal ero Reservation fromthe Indian O ains Conm ssion
(P. L. 95-433, Section 2).

- Payments fromthe Maine Indian Cainms Settlenent Act of
1980 to the Passamaquoddy Tribe, the Penobscot Nation
and the Houlton Band of Maliseet (P.L. 96-420, Section
9c).

- Payments of relocation assistance to nmenbers of the
Navaj o and Hopi Tribes (P.L. 93-531, Section 22).
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- Per capita interests in trust or restricted | ands under
the Indian Tribal Judgnent Fund Use (P.L. 93-134 and 97-
458).

- Payments to the Chippewa Tribes: Turtle Muntain, Red
Lake, M ssissippi, Lake Superior, Sagi naw or Wihite Earth
(P.L. 97-403, 98-123, 99-146, 99-264, 99-346, and 99-
377).

- Payment to the Bl ackfeet, Grosventre, and Papago Tri bes
(P.L. 97-408).

- Payments to the Assiniboine Tribes (P.L. 98-124, Section
5 and 97-408).

- Payments to the Seneca Nation (P.L. 101-503).
- Payments to the Puyal lup Tribe (P.L. 101-41).

- Paynments, except for per capita paynents over $2000, to
t he Semi nole Nation of Oklahomm, the Sem nole Tribe of
Fl orida, and the M ccosukee Tribe of Florida and the
i ndependent Seminole Tribe of Florida (P.L. 101-277).

- Payment s made under the Confederated Tribes of the
Colville Reservation Grand Coul ee Dam Settl ement Act
(P.L. 103-436).

l. Resources of SSI recipients. The agency does not need to make
a separate evaluation for resources for food stanps for a
househol d in which all nenmbers are SSI recipients. The agency
nmust eval uate the resources of household nmenbers who do not
receive SSI.

Resources of TANF recipients. The agency does not need to make a
separate evaluation for resources for food stanps for a household in
whi ch all menbers receive TANF i ncome or any nenber receives a TANF-
funded service. See PA Case in Definitions for the TANF Program
requi renents.

m Amounts paid to individuals under the Radi ati on Exposure
Conpensation Act for injuries or death resulting from exposure
to radiation fromnuclear testing and uraniummnining in
Arizona, Nevada and Utah (P.L. 101-426).

n. Payments to individuals because of their status as victinms of
Nazi persecution (P.L. 103-286).
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14.

15.

16.

17.

0. Payments through the Departnment of Veteran Affairs to children
of Vietnamveterans who are born with spina bifida (P.L. 104-
204).

HUD retroactive tax and utility cost subsidy paynments issued pursuant
to the settlenent of Underwood v. Harris, for the nonth in which
paynment was received and the foll ow ng nonth.

Resources under a lien

Money in individual devel opnment accounts (1DA). These exenpt funds
may be in the formof a trust, trust account or a custodial account.
The owner of the account must be a current or former TANF recipient
or one who is ineligible for TANF as long as the person’s incone is
| ess than 200 percent of the federal poverty guidelines. Funds in
t he account are exenpt as long as they are not withdrawn. The
account will remain exenpt if the household w thdraws the funds and
uses the noney to pursue post-secondary education, to purchase a
house, to start a business or to neet an emergency need approved by
t he sponsoring agency. In Virginia, the accounts are called the
Virginia I ndividual Devel opment Account (VIDA) and Assets for

| ndependence Account (AFIA).

Money in an escrow account established by the Family Sel f-Sufficiency
Program t hrough the U. S. Departnent of Housing and Urban Devel oprent.

HANDLI NG OF EXEMPT FUNDS (7 CFR 273.8(f))

Exempt funds kept in a separate and identifiable account from
nonexenpt funds remain exenpt as a resource for an unlimted tinme.

Exempt funds kept in an account along with other nonexenpt funds
remai n exenpt for six nmonths fromthe date the funds are comni ngl ed.
After six months fromthe date the funds are conm ngled, all funds in
t he conm ngl ed account shall be counted as a resource.

Exanpl e
A two- person househol d has a savings account with a

bal ance of $900. The househol d recei ves a paynment of
$1,200 fromthe Individual and Famly Grant Program (I FQ

in January. |If the household places the IFG funds in a
separate and identifiable account, the IFG funds wil|l
remai n exenpt indefinitely. |If the household deposits
these funds in the savings account containing $900,
however, the IFG funds will remain exenmpt for only six
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nmonths fromthe date they are commingled with the
nonexenpt funds. Therefore, if the funds are comm ngl ed
in January, the total anpbunt in the account as of July
wi |l count towards the resource |evel

3. Funds exenpted under Part |1X.D.11 will retain the exenption as a
resource for the full period over which they have been prorated as
i ncomre, even if conm ngled with nonexenpt funds.

Exanpl e

A sel f-enployed farner receives a $1,000 paynent that is
prorated as income over 10 nonths. This noney is
deposited in the househol d s regul ar checki ng account

wi th ot her nonexenpt funds. Any portion of the paynent
that remains in the checking account will be exenpt as a
resource for the full 10-nonth period over which the
income is prorated. After the 10-nonth period, any part
of the payment remaining in the account with the
nonexenpt funds will count a resource.

4. VWere a resource i s exenpt because of its use by or for a household
menber, the exenption will also apply when the resource is used by or
for a disqualified person whose resources count as part of the
househol d's resources. This could include the work-rel ated equi pnent
essential to the enploynent of an ineligible alien household menber
or disqualified person, as allowed under Part |IX. D. 4, or burial plots
for ineligible alien or disqualified household menbers, as all owed
under Part | X D.5.

G TRANSFER OF RESOURCES (7 CFR 273.8(i))

At the time of application, househol ds nust provide informtion about any
resources transferred during the three-nonth period i mediately preceding
the date of application. The EWnust assess any resource transfer by a
househol d nenber or disqualified person whose resources count to the

househol d. If resources have know ngly been transferred during this period
in order to qualify or attenpt to qualify for food stanp benefits, the
household will be disqualified fromparticipation in the programfor up to

one year fromthe date of discovery of the transfer

Exanpl e

A client transferred resources on Novenber 20 to be eligible
for food stanmps. The household filed an application the

foll owi ng February 21. Since the transfer occurred nore than
three nonths before the application date, there would be no
di squal i ficati on because of the transfer

TRANSM TTAL #58



VI RG NI A DEPARTMENT
OF SOCI AL_SERVI CES RESOURCES

12/ 03 VOLUME V, PART | X, PAGE 11

Disqualification will also apply if the household acquires resources after
being certified and then knowi ngly transfers the resources to avoid going
over the maxi mumresource limt.

The following transfers will not affect eligibility:

1. Resources that would not affect eligibility; e.g., exenpt persona
property such as furniture, or nonexenpt funds, such as noney that,
when added to ot her househol d nonexenpt resources, totals less at the
time of transfer than the resource limt.

2. Resources transferred between nmenbers of the same food stanp
househol d, including ineligible aliens and disqualified persons whose
resources count to the househol d.

3. Resources transferred for reasons other than qualifying for Food
Stanp benefits. For exanple, a parent placing funds into an
educational trust fund.

If the local agency establishes that an applicant househol d know ngly
transferred resources to qualify for or to attenpt to qualify for food
stanp benefits, the EWnust send the household the Notice of Action to deny
the application. The notice nust explain the reason for denial and the
length of the disqualification. The disqualification period will begin in
the nmonth of application. |If the household is participating at the tinme
the transfer is discovered, the EWnust send an Advance Notice of Proposed
Action or Notice of Action to explain the reason for closure and | ength of
di squalification. The disqualification period will be effective with the
first allotnent to be issued after the advance notice period has expired,
unl ess the househol d has requested a fair hearing and continued benefits.

If the agency learns that the person who transferred the resources that
resulted in disqualification |l eft the household, eligibility for remaining
househol d nenbers can be determ ned without regard to the rest of the

di squalification period. The disqualification period will follow the
menber who inproperly transferred the resources however.

Exanpl e

A nine-nmonth disqualification is inposed on January 3 for the
peri od January through Septenber. The househol d reapplies June
12, and the nmenber who transferred a bank account is no |onger
a household nenber. Eligibility for the rest of the household
can be evaluated fromthe date of the reapplication on June 12.

The I ength of the disqualification is based on the anmount by which

nonexenpt transferred resources, when added to ot her nonexenpt resources,
exceed the allowable resource limt.
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Exanpl e
A househol d has $3,400 in a savings account. |In an attenpt to

becorme eligible for food stanps, the household transferred
$1,500 fromthe bank account to someone outside the food stanp
househol d. The resource limt for this household is $2,000;
therefore, the anmount of the transferred resource used in
determining the length of the disqualification period will be

$1, 400. 00.
The following chart will be used to determ ne the disqualification period:
Amount in Excess of the Peri od of
Resource Limt Di squalification
$.01 to $249.99 1 nonth
$250 to $999. 99 3 nont hs
$1000 to $2999. 99 6 nont hs
$3000 to $4999. 99 9 nont hs
$5000 or over 12 nont hs
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C. ADVANCE NOTI CE OF PROPCSED ACTI ON

The househol d nust receive witten notice prior to any action to reduce or
term nate benefits within the certification period. The advance notice
period is 10 days and begins with the day following the date the notice is
given or mailed to the househol d.

The agency may the Notice of Action for this purpose, unless benefits in
both TANF and Food Stanps are being reduced or term nated simnultaneously.
In that case, use the Advance Notice of Proposed Action. Both forms and
instructions are in Part XXIV. The Appeals and Fair Hearings panphl et mnust
be provided if computer-generated versions of the fornms are used.

The follow ng chart indicates which I EVS or other matches or inquiries
requi re i ndependent verification before advance notice can be sent:

| ndependent

Sour ce Verification?
Vi rgi ni a Enpl oyment Commi ssi on (VEC)

Unenpl oynent Benefits No

VEC- Ear ni ngs Yes
BENDEX - QASDI Benefits No

SDX - SSI Benefits No

I nternal Revenue Service - Unearned |ncone Yes
BEERS - Earned I ncone Yes
Soci al Security Number Match No

Qperation Talon (a match with | aw enf or cenent
agencies to detect fleeing felons or parole/

probation violators No
SVES:
Work credits/quarters No
Prisoner files Yes
Unear ned i ncone received through SSA No

Nei t her an advance notice nor an adequate notice is necessary when (7 CFR
273.13(b)):
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1. Al'l nenbers of the househol d have di ed.

2. The househol d has noved fromthe locality, except in those situations

where the agency opts to retain the case according to Part XIV.A 7.

3. Restorati on of benefits is conplete and the househol d had previous
notification when the increased allotnment would termnate.

4. Al lotnment fluctuates nonthly due to anticipated changes and the
househol d had prior notice at the tine of certification

5. Si mul t aneous applications were made for TANF/ GR and food stanps and
t he househol d was notified that receipt of financial assistance could
reduce the benefit |evel.

6. A household is given a normal certification period under expedited
service contingent on the receipt of postponed verification, provided
t he househol d receives witten notice that benefits may be reduced or
term nated upon recei pt of the postponed verification or if
verifications postponed are not received.

7. A househol d's benefits were increased based on a reported change and
are decreased to the original amunt when no verification is
recei ved, as long as the household was advised at the tinme of the
increase. (See Part XIV.A 2.)

8. Al menbers have nobved into an institution that does not neet the
requi renents of Part VII.C la-d.

9. The househol d voluntarily requests to end its participation in the
Food Stanmp Programor requests to end Transitional Benefits and nakes
the request in witing or in the presence of an EW If the househol d
does not provide a witten request, the local agency nmust send the
household a letter to confirmthe voluntary w thdrawal .

10. A participating household fails to respond to a denand |etter
requesting repaynment of a claimand benefit reduction is invoked.

11. The household fails to return a conpleted InterimReport provided the
agency mail ed the household an Interim Report Form - Request for
Action formand another Interim Report or the original inconplete
form

In instances where the agency does not need to send a notice if the

househol d had prior notice of the change, the agency nust send an advance
notice if the household did not receive a notice.
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K. STATI STI CS AND REPORTI NG

Local agencies operating the FSET Program must provi de program statistics.
The informati on nust be reported on the FSET Statistical Report Form An
original copy of this formis to be mailed to:

VA Department of Social Services
Di vi si on of Finance

7 N Eighth Street

Ri chmond, VA 23219

The | ocal agency should maintain a copy of the conpleted form The form
must be mailed so that it is received by the D vision of Finance by the

tenth cal endar day after the close of the report nmonth. Questions about
the formmy be directed to the Division of Finance at (804) 692-1320.

L. LOCAL FOOD STAMP EMPLOYMENT AND TRAI NI NG PLAN

Each Local Agency nust subnit an annual FSET Plan to the State Depart ment
of Social Services by July 1% of each year. The plan nust describe the
locality’s FSET program and nust follow the foll ow ng fornat:

1. Intent of the FSET programin the locality.
2. A numerical description of the FSET popul ation
a. ABAVWDS - persons who are eligible for tinme-linted benefits

t hrough t he Work Requi r enent
b. Non ABAWDS - persons exenpted fromthe Work Requiremnment

See Part XV for the discussion of the Wrk Requirenent.

3. The enpl oynment needs of the popul ation

4. Information regardi ng | ocal |abor market trends.

5. The nunber of workers with FSET duties.

6. The locality’s budget for the FSET program This is the total FSET
al I ocation broken down into the areas where the noney will be spent.

This may include salaries, fringe benefits, purchases, contractua
costs, etc.

7. A plan of participation by conponent.

8. A detail ed description of the |ocal agency’s Standard Operating
Procedures that addresses these el ements:
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a. Ref erral and Case Openi ng Procedures
1. The procedure by which a potential participant is

referred.

2. The steps for opening a case once it has been referred

and the tinme frame by which this nust be done.
b. Assessment Procedures

1. Describe what will be used to identify and eval uate the
partici pant’s occupational skills, strengths, and
weaknesses. Describe howthis information will be used to
assess i Mmedi ate enployability.

2. Descri be procedures for conducting educational tests and
assessments. Include the following in the description of
t he procedures:
- Assessment tools that will be used
- Types of tests to be used
- Criteria for determ ning who should be tested
- I ncorporation of test results into case records
- Staff responsible for conducting assessnent
- Referral procedures if test and assessnents are

conduct ed out side of the agency

3. Descri be how assessment informati on of other agencies
will be integrated with the FSET assessnent. O her
agenci es include DRS, VEC, and Mental Health.

C. Conponent Assi gnment

1. Descri be how program conponents are assi gned.

2. Describe the locality’s approach to devel opi ng and
mai ntaining a current list of local providers for each
conponent .

3. Descri be how t he agency mnonitors conponent activities and

eval uates them for effectiveness.
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FI PS Codes I, APPENDI X 1,1

Food Stanmp Enpl oyment and Trai ni ng

Program - FSET (Al so see Wirk Regi stration)

For s

Foster Care Children

Fraud C ains (See Intentional Program

Vi ol ati on d ai )

G oss Incone Linmts

Group Living Arrangenents
aut hori zed representatives
eligibility of residents

responsibilities
Head of Househol d

Heari ngs

adm ni strative disqualification hearings

of

conference with client
deci si on i npl enentation

definitions
deni al / di sm ssal

of

request for

duties of hearing officer

events of

participation during appeal process

procedure
request for

responsibilities of hearing authority

ri ght of appeal

rol e of DSS Conmm ssi oner

summary of facts

time limt for requesting

Hi story of Food Stanp Program

Hone Visits

Honel ess Househol ds
Definition of
Shel ter Standard

VI, A 1-10; XXV

XXI V.
VI.A(3),2-3
Xl.A 1
I1.1(6), 30
VIil.C(3),3
VI . E, 15
Vvl.D, 10-11
Xl X, 13-19

Xl X. E, 3-4

Xl X. N, 12-13
XIX A(2),1-2
XX 1,8
XX L, 11

Xl X. K, 10-11
Xl X. F,5-6

Xl X. J,9-10
XX C, 3

Xl X. H 8

Xl X. B, 2
XIX AL, 1
Xl X. G 6-9

Xl X. D3
l1.B, 1
I11.A(3),8-9
Definitions
X A(7),9
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Househol ds

benefit levels

children in foster care

conposition

general criteria

general rules

i ndi vidual s frequently away from home
requi red househol d menbers

Identity
verification of

I EVS (Income Eligibility Verification System
advance notice requirenents

| mmi grants
conditionally eligible
eligible immgrants
qualified
reporting illegal immgrants
sponsor ed
verification of

I n-Kind Benefits

| ncome
anticipating incone
contract incone
converting incone to nonthly anounts
count abl e
earned i ncone
educational incone
eligibility standards
excl uded househol d nenmbers' incone
excl uded i ncone
mlitary
unear ned i ncone
verification of

Income Eligibility Verification System (IEVS)
advance notice requirenents

InterimReport Filing
exenptions fromfiling
report filing

| ssuance Systens

X1 A1
VI.A(3),2
VI.A 1-5
VI.A(L), 1
X1, A1)
VI.A(6),5
VI.A(2),2
1. AL,
I11.E 14
X V. C, 15
VII.F 8-1
VI1.F(2)9
VIT.F(1),
VIT.F(2),
VI 1. F(4),
XI1.C 81
VIT.F(2),
X .F(3),1
XI11.A(3)
X I.F, 18-
XI11.A(3)
Xl .B, 1-2
X .C, 2-5
X 1.G 21-
X . A1

Xl .G 21
Xl .F,9-21
X .D, 4-5
Xl .E 5-9
1. AL,
111.E 14
Xl V. C, 15
Xl V. B, 12
XI V. B, 13-
1.C 1

-3

-2
, 1-2

1-2;V.D, 3-4

1; XI1.C, 8-14
-10

8-9

10

14

4
11-12;111.A 2

0

,3-5
22
5

25; Xl . E(8), 7

14

TRANSM TTAL #58



VI RG NI A DEPARTMENT
OF SOCI AL_SERVI CES

| NDEX

12/ 03 VOLUME V., PAGE 7
SUBJECT PART/ CHAPTER/ PAGE( S)
I ntervi ews 11.D,5-6;1V.C(3),6-7

Joi nt Omnership of Property

Joi nt Processing
Legal Aid Projects

Loans
verification of

Lunmp Suns

Medi cal Expenses/ Deducti ons

eval uati ng expenses
verification of

M grants and Seasonal Farmworkers

definition of
destitute definition
expedited criteria

Mlitary |Incone
Net |Incone Lints
Nondi scri m nati on

conpl aints
public notification

Nonfinancial eligibility criteria

Nonhousehol d Member s

Noti ce of Expiration

Notice to Client of Eligibility,

Pendi ng St at us

Odd Suppl enental Allotnents ($1,

Qpportunity to participate

CQutdated I nformation

I X. C 2-3
I1.H 15-20
Xl X, APPENDI X |, 1-6

Xl . F(5), 12
I11.A(1),3;111.D,13

Xl . F(9), 15- 16

X. A(5),7-9
XI11.B(4),7-9
I11.A 3-4;111.D,12

finit
F, 6-7
Al

De i ons

V.

V.

Xl .D, 4-5

Xl.A 1

|.E 3-5

I.E(1), 3-4
l.E(2),5;1.1,7-8
VIT.A 1

VI.C, 8-9

V. C(1),4-5; XIV.A(2), 6

11.J,30-31;1V.B,3
XIV.D,19; XXl 11.A 1
11.F(1),8

[11.D 12
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SUBJECT
Overi ssuances (See d ai )
Parental Control
Participation in More Than One Unit
Per sonnel
Post ers and Panphl ets
Princi pal Wage Earner
Processi ng St andards
del ays
denyi ng application
expedi ted
nor nal
opportunity to participate
prior participation in another locality
recertification
Program I nformati on Activities
Proration of Benefits
Prudent Person Concept
Publ i c Assistance Food Stanp Case
Publ i c Assistance Penalty I ncone
Pur pose of Food Stanp Program
Questionabl e I nformation
Raci al Codes
Recertification
househol d failure to act
i nterviews
mandat ory review for 24-nmonth period
processi ng standards

timely application
verification requirenments

Reducti on, Suspension or Cancellation of Benefits

definition of
operati ng procedures

PART/ CHAPTER/ PAGE( S)

VI.A(2),2

VI A1

I1.G 10- 14
11.F(2),9
V.C, 2-3

I1.F, 8
11.F(1),8
I1.F(3),9-10
V. C(5), 7-8

I.1,7-8
X11.D 11-15
1.K 9
Definitions
Xl 1.D, 14-15
I.A1
111, A(2),6-7
I.F, 5
IV.C(6), 8-10
IV.C(3),6-7;1V.C(6),9
IV.C(8), 10
IV.C(2),5-6;C(5),7-8
IV.C(2),5-6;C(5),7-8
I11.D,12-13

C 1, XXI.D, 1-2
XXl.B, 1

E, 2-4
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SUBJECT

Reduction, Termination due to Disqualification

Rei nst at enent s
Rental Property Incone

Repl acenent
benefit repl acenent
EBT card
card repl acenent fee
crediting fee
food destroyed in a disaster

Request for Verification

Resi dency
verification of

Resi dents of Institutions
eligible residents

Resour ces
exenpt resources
handl i ng of exenpt funds
joint bank accounts
limts
nonexenpt resources
transfer of resources
val ue of
verification of

Responsibility for Qotaining Verification

Restoration of Lost Benefits
changes in househol d conposition
conput ati on of
di sput ed anmpunt
general description
met hod of restoring
of fsetting agai nst over paynent
record keepi ng
restoring benefits to househol ds not
residing in locality

PART/ CHAPTER/ PAGE( S)

XI V. A(6), 10

Il.GQ5), 14- 15

Xl .C(2),3; X .E6),8

XVIIT.
XVIIT.
XV,
XVIIT.
XVIIT.

B, 5
A 1-3
A(3),3-4
A(4),4-5
C 5-6

XI'V. A(2)5-7

VII.B

1-2

11.A(1), 1

Viil.C

2;VI.E, 12

VI1.C(1),2-3

I X
I X
I X
I X
I X
I X
I X
I X

>TMOmOMO>
RPORREPNORPR

1 o
= W wWkEL Ww
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111.A(1)3-4

I11.B.
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2
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N

N
N

N

TRANSM TTAL #58



VI RG NI A DEPARTMENT
OF SOCI AL_SERVI CES

| NDEX

7/ 03

VOLUME V, PAGE 10

SUBJECT

Ret enti on of Cases Wen Househol ds
Leave Locality

Ret enti on of Records
SAVE

Seasonal Farmnorker (See al so M grant
definition of

Sel f - enpl oynment | ncone

al | owabl e costs for day care providers

al | owabl e costs of producing
aver agi ng

boar ders

capi tal gains

costs not all owed

definition of

depreci ati on

determ ni ng nonthly income

net loss fromfarmng or fishing

Shel t er Expenses/ Deducti on
verification of

Shelters for Battered Wbnen and Chil dren

Sick Pay as Incomne

Soci al Security Nunbers
endi ng di squalification
failure to comply
good cause for nonconpliance
obt ai ni ng a nunber
requi renents for participation
verification of

Strikers
definition of
determining eligibility
initial certification
ongoi ng cases
changes in status

Far mnvor ker)

PART/ CHAPTER/ PAGE( S)

XIV. A(7), 11-12
.G 56

VI1.F(3),11-12; APPENDI X 2

Definitions
XI.A(7),7
XI1.A(5),5

X1.A 1-3; XI'l.F, 18-21
Xl1.B,7-8

XI1.A(4),4-5
X |.A(6),5 6
XI1.A(1), 1
XI1.A(9),6
XI1.A(3),3-4
XI1.A(8),6
X. A(4),2-6
111.A(L)2-3
VI1.C, 3
XI.C(1),2
VI1.Q5), 16
VI1.Q3),15
Vil.Q4), 16
VIl.Q2),15
VIl.Q1),14
111.A(1),4-5
VIl.D(1),3
VI1.D(2),4
VIl.D(3),5
VIl.D(4),5
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SUBJECT PART/ CHAPTER/ PAGE( S)
St udent s

definition of

educational income

exenptions

i ncome, resources of ineligible students
Suppl erental Al |l ot nent s
Suspensi on

Tel ephone Expense as a Shelter Cost

Trai ni ng Al l owances as | ncone

Transitional Benefits for Former TANF Reci pients

benefit cal cul ati on
eligibility
pr ocedur es

Under paynents (See Restoration)
Unear ned | ncome

USDA Field Ofices

Uility Standard

Vendor Paynents

Verification
application
changes during certification period
checkl i st
expedi ted
mandat ory
guesti onabl e i nformation
recertification

responsibility for obtaining
sour ces of

VI1.E(1),5
Xl . F(16), 20
VI1.E(2),6-7
Xl .G 21
XIV.A(2),3-4
XIV.A(2),7
X. A(4), 6

X .C(3),3
Xl I.H, 22-24
XI1.H, 23
XI1.H, 22

Xl I.H, 2324
Xl .E 5-9

| . Appendi x I1,1-2
X. A(4),3-6

Xl . F,10-12

I11.A 1-6

XIV. A(2), 4-7
111.A(4),9; XXV, 42- 43
V.D, 3-4

111.A(1),1-6
111.A(2),6-7

111.D, 12-13;1V. C( 4)
V. C(6), 9

I11.B,9-11
I11.A(3),7-9
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